RESOLUTION NO. 20080214-013

WHEREAS, the Council approved creation of the Community
Preservation and Revitalization Zone Program under Chapter 380, Texas Local

Government Code, on April 28, 2005 by Resolution No. 20050428-043 (CP&R

Program); and

WHEREAS, on June 8, 2006, the Council adopted Resolution No.

20060608-074 outlining minimum requirements for the CP&R Program; and

WHEREAS, in accordance with Council directive, Small Business
Assistance Fund Program Guidclines (Guidelines) were implemented {or the

Small Business Assistance Program component of the CP&R Program; and

WHEREAS, based on input received about the CP&R Program, Council
desires to revise the Guidelines to modify the matching funds and leverage ratio
requirements and increase the maximum loan amounts to promote economic

development and prosperity for residents of East Austin; NOW THEREFORE,




BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF AUSTIN:

(1)  The council adopts the above recitals as findings.
(2)  The Council adopts revised Small Business Assistance Fund Program

Guidelines [or the CP&R Program attached as Exhibit A.

ADOPTED;  Fcbruary 14 2008 ATTEST: »AMKQWO& M

Shirley A. Gentry
City Clerk




SECTION L

A

EXHIBIT A
CITY OF AUSTIN

PROGRAM GUIDELINES
COMMERCIAL PRESERVATON & REVITALIZATION
BUSINESS LOAN PROGRAM (CP&R BLP)

(Effective February 5, 2008)
PROGRAM ADMINISTRA TION

Administration

The Cuy Council approved cieation of the Community Preservation and Revitalization (CP&R) Zone
Progiam under Chapter 380, Texas Local Government Code. on April 28, 2005 by Resolution No
20050428-043  On Junce &, 2000, Councl adopted Resolution No 20060608-074 outlining mimimum
requirements for the Commercial Preservatton & Revitalizaton Busmess Loan Progran ("CP&R
BLP" or the "Program”) On February 14, 2008, Council approved these CP&R BLP guidelines by
Resolution No 20080214

The Caty of Austin’s Neighborhood Housing and Community Development Department (NHCD) 18
responsible for the administration of the Commercial Preservation & Revitalization Business Loan

Program {CP&R BLP) In that capacity, the NHCD shall perform the following duties

'
] Market the Program and receive application from mterested parties
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Analy«zc and evaluate application information submtted by terested parties for compliance
with Program gudeiines and negotiate with the applicant

3 Develop and mmplement changes i program design, polictes. gmidelimes, and procedures
consistent with the scope and intent of the Program

Purpose

The CP&R Business Loan Program provides (inancial assistance m the form ol smaill busmess loans
to financially and geographically qualified small businesses located within or willing to locate wathin
the Commercial Prescrvaton & Revitalization Zone (CP&R Zone) Please sec attached mdap Goals of
CP&R BLP include

1 Increase access to capital for small business start-ups located within the CP&R Zone

2 Stunulating private investment within the commercial distniet through property
umprovement, busmess development, and expanston

3 Improving the quanfity and qualty of goods and services avanlable Lo the surrounding
Lommunity

Delinitions

i Applicant -- means a person or enuty who apphes for a loan uader the CP&R Business Loan
Program 1o linance an Ehgible Use m connection with a small business

2 Applicant Match — means the sum of any equity amounts provided by the apphicant and any

loan or gant amounts provided by private and other public (Non-City of Austin) entities
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3 Loan Committee — mcans the four member comimittec consisting of professionals tn the area
of finance, real estate, and commercial development with one member designated as the
commuaity o1 ciuzen represenlative appointed by the Crty Manager or designee  The
comimuttee 1S responsible for reviewing all CP&R Business Loan Program applications and
malking recommendations to the Community Development Officer, NHCD

4 Fixed Assel — Pcrmanent business properties such as land, buwildings, machinery, and
equipment

5 Start-Ups -- Busmesses that have been mn existence for 6 months or less and who employ 10
criployeces or fewer

6 Smail Business — A smail busincss with a net worth tess than Six mithion dollars and that has
4 two year average gross annual income of husiness less than Ten milhon dollais

7 Developer — means one who builds on land o1 changes and enhances the usc of an existing

buiiding for some new purpose or better effect In addition, the developer will not operate
business acuvities and headquarler operations at the building or land locahon being enhanced
or acquited

Fund Source

The Progiam may use a vanicty of funding sources to provide assistance to approved projects  The
fund sources may mclude, but are not limited to the City of Austin general tund proceeds, and
enterprise funding from commercial partners, and City of Austin cnterprise organizalions or
departments Should a conflict oceur betwecen the requirements of the Program and the requiements ol
the funding source, the requirements of the funding source shall govern

Access to information

With the submission of any apphcation for assistance, the Applicant provides NHCD the nght 10
request and obtain any financial mformation o1 records necessary to complete ils review and
recommendation to provide financial assistance  Should the NHCD be denied said access to the
requesied mformation, documentation and records, the apphication may be denied

Program Guwdelines

These written Program guidelines shall constitute the Program and 1is implementation  Any changes
ol modifications to these guidelines arc not considered approved, unless mcorporated 1n wiiting as part
of these guidehines  On an annual basis, the NHCD staff may review and facilitate necessary
moditications to the Program guidelines Upon incorporation of any modifications to the guidclines n
writmg, the modifications shall be considered applicable and enforccable vader the Progiam

Proeram Operation

The Program shall be operated and administered by designated staff of the NHCD and managed by the
Manager of the Community Devetopment Division The NHCD staft shall be responsible for the day
to day operations of the Program, provide techmical assistance and mformation on the Program to
mterested bustnesses, factlitate the review, demial and approval process, develop and unplement the
necessary documents for the Program

Responsibility of the Applicand

It 15 the sole responsibility of the Applicant to develop a complete application for Program assistance
In addition, 1t 15 the sole responsibility of the applicant to seek and obtam necessary professional
and/or speclabized techmical assistance before and dunng the CP&R Busimess Loan Program
application process, and i approved. duning the negotiation and contracting phase as well 1t 1s not the
tesponsibility of the Progiam to develop a wviable application for the Applicant  Priot to the
submission of an application, NHCD staff 1s available to provide information and technical assistance
regmdmg the 1equuements of the Progtam  Once an application for assistance 1 submitted, the
NHCD staff 13 only responstble for implementing the established process for application review |
apptoval o1 denial approval  Should an apphication be denied, the Apphicant may request a debnicfing
fiom the NIICD statf of the items and 1ssues that contributed to the denal ot the apphication Onee an
apphcation 1s dented, any future request for Program assistance must be accompanied by a new and
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SECTIONTI

A

complete application  The Program will not resurrect or use previously demied applications and ity
COmponents

Limitations on Acuvitics Pending Clearance under CP&R
No apphicant may commit CP&R funds durng the development process priot to contact negotiations

and final execution of alt requued agreements or contracts to undertake an acuvity or project under the
Program

PROGRAM ELIGIBILITY

Level of Assistance

The Program may provide financial assistance to ehgible businesses mecting all applicable Program
requurements  Any and all prior debts with the Department or City of Austin must be satusticd under
mutually agreed upon terms prior to program eligibiity being cleared  The Progiam

may not exceed the following level of assistance

AMOUNT OF FINANCING: Loans range from $3,000 to $30.000 Borrowmg entiies may be
chgible for gap financing up to 40 percent of eligible project costs, not to exceed the loan nunmum

and maximum loan amounts based the number of years the business has been operatung within the
CP&R Zone hsted below

o Up 1o $10,000 for start-up businesses which have not been i operation or that have been
operating ot located n the CP&R Zone for 4 vears o1 less,

o Upto S20.000 for a participating business which has been operating in the CP&R Zone for at least
5 vears but less than 10 yeais, and,

o Up 1o $30,000 for u participating business which has been operating and located in the CP&R
Zone for 10 years or more

TYPE OF FINANCING: Gap financmg

Gap Fmancing up to the loan maximums based tenure m the CPR&R Zone, not Lo exceed 40 pereent

ot total project costs wlich cver is the lesser as deteinuned by Program staff and/or the Loan
Commitice

Pumary financing available for loans up to S30.000 secured by real estate under deed of trust and the
City of Austin must be the {irst lien holder

Elgible Use of Assistance

Program assistance can be used to puichase, acquire, construct or rehabilitate fised assets whose
uscful hife execeds five (5) years  The NHCD reserves the night 1o make any final detenmnation of
cligible uses of Program asststance  Bligible uses of Program assistance may melude the followmg

! Construction of new building

2 Acquisttion of land and improvements  Acquisttion of real estate 1if 30% or more ownel
occupted

3 Inventory

4 Trucks and vans (restiicted to business purposcs only)

5

Leaschold improvements Up to $30.000 For new developments. tenant fimsh out allowance
3



must be equal 1 to | match of CP&R BLP loan procecds For existing structures, landiord
must provide contizbution equal to 25% of the CP&R BLP loan amount thiough any one or
combtoation of reduced, deferied, or abated rents. seeurity deposits, tnple nets. addstionat
rents, and/or rental insuiance Tenant fitush out allowances are preferied m all cases

6 Retmbursement of moving expenses that ate necessary lo complete the project that do not
exceed 3% of total approved CP&R loan amount

7 Acquisition of machinery. furmtne, fixtuies and equipment necessary for the operation of the
bustness

3 Remmbursement of development fees that do not excced 3% of total approved CP&R loan
amount

9 Remmbursement of reasonable professional fecs, meluding surveying, appraising, engincermyg,

architectural, and legal, accounting and closing costs not 1o exceed 5% of approved CP&R
loan amount

10 Reimbursement of insutance costs associated with insurance 1equirements stipulated under the
CP&R loan or security agrecment This does ot wiclude reimbutsement of insurance costs o
requuements requesied or outhned by botrower or any thud party

I A contingency tund of 10% of the CP&R loan amount 1s allowed and may be requested at the
ume of application for any chgible eapenses that ate documented and venifiable cost overruns

Incligible Use of Prograin Assistance

The Program reserves the nght to make any final deternunation of nebgible uses of Program
assistance  The Program s under no obhgation 1o fund any proposed activity should 1t determine that
the activity does not meet the mtent or purposc of the Program Inehgible uses ot Progiam assistance
may include, but not be hmited to the following

[ Fuancmg of speculative projects signed leases will be requited
Organizations/Individuals in o1 under any chapter ot bankruptcy Must be four (4) years
removed from a discharged bankruptey having reestablished a business which meets all
chgibihty ¢riteria without necessity ot waivers

Taxes (personal o1 business related property or income)

incorporation and organtzation expenses

Woiking captal

Refinancmg of exisung personal or business loans

Sceurtty deposits

Any and ail types of Bioker. agent. appheation, finders, or commmument fees

=]
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Eligible Progiam Areas (See attached map)

Progiam assistance mtay only bhe approved for busmesses located in geographic locanions designated
by the Progiam  Businesscs located outside of the designated Program arcas we not eligible for
assistance  The eligible Program areas are identified under two categornies, Primary and Secondary
Proposed projects located in primary larget areas will be given first consideration for assistance

Primary Tarpget Areas

Arca of East Austin bounded by [-35 fraom Manaor Road 1o Riverside Drive
Riverade Ditve from 1-35 1o SH 71,

SH 71 from Riveiside Duve to US 183,

US 183 from SH71 to Manot Road, and,

Manor Road ftom US 183 to 1-35

Lo o o e—

Eligble Apphcany/Borrower

Onlv ehgible applicant/boniowers may recerve Program assistance  Eligible apphicants/botrrowers ate
defined as existing or start-up busmesses that ate located, plan to relocate or start a small business
within the CP&R Zone (Sce CP&R Zone map) The NHCD reserves the night to defermme the
eligibility of Applicants and whether they meet the mtent of the Program

4




SECTION Til

Eligible Apphcants are businesses that may include. but are not lmuted 1o the following busmess

siructures

Developers

g W B —

Small Businesses (For-profit businesses of any business structure)

Not for Profit Orgamzatons
Commumty and/or Civic Organtzations

Busmess i Growth (BIG) client — BIG program chents who have completed BIG traming may
receive consideration towards obtaimng a modified loan from the Program for less than the

mumum loan amount with the approval of the Program  [However, under no circamstances shall
any of the qualifying critena of the Program be waived

LOAN TERMS

The NHCD shall have the authonity 1o determine the terms by which Program assistance may be provided (o
climble apphicants  The Program may provide repayment loans, sccured by a deed or trust  In order to 1ecetve
assistance, the apphcant must agree to the terms and conditions by which the Program assistance 15 provided
For consideration of Program assistance, the Program foan terms wiil meet the following conditions

A.

=

G

TERM OF LOAN:

RATE OF INTEREST:

COLLATERAL:

GUARANTIES:

Determined by need of the project, the term of other lenders,
and the economic hfe of the asset bemg hinanced (Maxinum 8
years which ncludes any approved partial or fuil deferment
period)

Ranges from 3 1o 6 percent based on use ol funds, debt coverage
ratio, credit score, and useful life of assct financed and/or
project

Minmimum score of 600-850 [f credit score s less than 600 then a
co-applicant with a credit score equal to or greater than 600 will be

needed The applican! and co-applicant credit scores musl average
above 600

Primarily business asscts, personal asscts are considered on a case-
by casc- basis, 1f nceded i order to secure the loan

{Additional collateral may be required )

Personal Guaranty 1s requured from cach borrower or applicant

EQUITY REQUIREMENT UNDER GAP FINACING:

Ownet(s)/Borrower(s) 10% (1f cash only)
Owner(s)yBorrowers(s) 15% (If cash and other)
Devcloper(s) only 25% (cash only)

EQUITY REQUIREMENT UNDER PRIMARY FINANCING:

Owner(s)/Borrowers(s) 20% (If cash and other)
Developer(s) only 30% (cash only)

(%]



The Cuy 1s under no obligation to provide any financial assistance to an Applicant that s unable or
unwilling to agree Lo the loan conditions of the Program

SECTION TV APPLICATION DOCUMENTATION

Each eligible Applicant 1s requuired to submit a complete Program apphcation in order to be considered for
assistance The application must be n a form as prescnbed by the Progiem The information. documentation
and content of the complete apphcaton 15 designed to provide enough information to determuine whether the
request for assistance mecets the financial and programmatic mtent of the Program  The NHCD 15 under no
ebhgaton to constder any apphcation that 1s not complete The NHCD 1escrves the right to detemine the
completencss uf any application  Any mcomplete application received may be given the opportunity 1o
provide any iequested o addinonal infonmation requued by the Program Should any applicant fal o provide
tequested mformaton within a 30 day umcfiame, the NHCD may deny the applicaton upon wiitien
notffication A complete application fro assistance shall include, but may not be lunited 1o the following

A Munumum Apphcation Content

I Lmeitemn Budget for proposed project

2 Complete busmess plan composed ol four distinet sections description of business, marketing
finances and management

L2

Caputal improvement and supply hist

4 Pro-formma mcome projection by month for first year, and annually for two additional years
Provide assumptions upon which assumptrons were based

5 Last three years and most recent profit & loss and balance sheet for your business
6 Last three vears SIGNED AND DATED personal income tax rctums

7 Last three years SIGNED AND DATED buswness tax returns (For sole proprietarships attach
Schedule C. Form 1040, profit & loss from busimess)

oo

A two year projected income statement

o

For a partneiship. submit partnership agreement

10 Official filed d b a and arucles of tncorporanon from Sceretary of State Otfice

11 Resume(s) of principle owner(s) of the busmess, and key ofticer(s)

12 Compicte Personal Fmancal Statement(s)

13 Letters of financial support and/or approved financial agicement(s)

14 Proof of ancmpt(s) to secure private financial suppoit from traditional fending mstitunions

15 For fianchises. a copy of franchise contiact and all supporting documents provided by the
flanchisot

16 Valid U S Dnvers license to be copied for each apphicant o1 bortower

17 Valid U S Social Seeunty card 1o be copied for each apphicant o1 borrower

6



I8 Credit reports dated within 30 days of the application for cach applicant from Experian and

Transumon

B3 The Program may require a market analysis tot any proposed project  Should this occur. the market
analysis should include the following

1) business or product defintion such as the min of goods, merchandise. and/o1 services to be
produced or sold

2) market descuiption including primary and secondary trade areas, potenual customer categories.,
major competitors, and markceting strategies

3) develop a “"Needs Assessment” through the use of statistical data and an evaluation of such
1ems as mdrket trends, unmet customer demands, customer surveys. data supporting this need
and potential success

R Deseribe and document ownership of collateral and its cerbificd market value 10 be used for the
loan

SECTION Vi

PROJECT UNDERWRITING CRITERIA

All projects muyst demonstiate that they are economically viable  Econome wviabthity 1s a basis to deny a

1equest for assistance  The loan apphication will be reviewed on the basis of recogmized bustness credit and
1eal estate (inancing principles meluding capacity and cellateral and the firmness of the project  In addunon
loans wilt be awarded on a competiive basts based on the number of applications and fund availability The
NHCD will use the tollowmg competitive critena in making its determnation

1. Capital

A

B

2. Credil

A

Owner (primary) mvestment of 10 percent 1f cash, or 15% 1f cash plus furn:ture, fixwres. and
equipment o1 some ehgible fund usc as 1dentified by CP&R BP guidelines

Sceondary mvesiment should be obiained from cither traditional commerctal lending
mstiurions or nontraditional/governmentai entities Tradittonal commercial lending 1s
highly desired and more favorable

Caprtal income to be realized should be m the form of cash, ¢cash equivalents, mvestments
o1 securities as a result of the project Capital meome 15 measured from highest to lowest
hiquudsty

Capitat asscts arc expected 1o be gained such as land, bulddings, equipment and other real
property Business projects that increase 1n physical capital assets are highly desired with
land, buldings and other 1eal property being of greatest value

Acceptable credit scores are between the tanges of 600 and 850 Scores between 700 to 850
are highly destrable with scores between 600 to 699 being acceptable If tequired, apphcant(s)
with scores less than 600 must obtain a co-applicant/borrawer who credit score when averaged
with: the apphicant(s) will average above 600  In addition, co-applicants must agiec to become
guarantots 1o secure the loan

Pard/Cunrent accounts are favorable Based on the credit report. mnety (90) percent or
morc of total accounts reflected as pad ot curtent 15 lughly desirable Pawd/Current
accounts of 80 percent 18 aceeptabic a, while less 1s not



C Total debt o cquuty 1atio measures risk associated with the use of leverage (debt) A debt (o
equity ratio of 5 or less 1s highly desirable, while 51to 75 1s acceptable A tatio of 76 o1
higher 1s unacceptable

b Current ratio measures ability to meet current obligattons A current asset to current
Liabtlities ratio of 1 5 to |15 highly desmrable, while 1 to 11s acceptable A ratio ot 99 o1 less
1 unacceptable

& Derogatory marks inciude lawsuits. judgments, bankrupteies and collection accounts Two (2)
or fewer s hughly despable, while three (3) to (4) s acceptable  Five (5) of mote deiogatory
marks are unacceptable In addition. only one (1) derogatory mark can be erther a court
judgment or bankruptcy and it must be at least 5 years since the date of discharge  Lastly,
shoit statement of 300 words may be required to summarize the paruculars of the judgment, or
bankruptey n question Collection accounts must be at least 2 years old from date opened on
the credit repont

3. Collateral

A Collateral n the form of cash or cash equivalents 1s tughly desired with hquidity being the
measuring tool Land and buildings are acceptable, while others such as inventory and
accounts receivables ate not

B Borrowet equity of 100 percent 1 all said collateral 1s lughly desirable, while 51 percent o
motc 15 acceptable  Less than 50 percent s undesirable

C Collateral thal appicclates or that 1 intetest bearning 1s highly desirable, while collateral that
retatn 1ts value and does not decrease or increase 1s aceeptable  Collateral that depreciates
not desirable  Equipment may be used as collateral, but will be considered at 80 percent of
its market value and must have a useful hife of at Icast five (5) years In addition. the uselul
life of collateral may not exceed the payback period of the loan

D Business assets are the preferred type of collatetal. while combinations of business and
personal assets are acceptable. but busimess assets must secure the loan at a 4 1o 1 1atwo to
personal assets Personal assets alone are not desned as stand alone secuiity for a foan, but
may be considered on a casc-by-case basis when cash or real property s pledged

E Personal guarantees aic highly desired by all borrowers o1 mvestors who have a 10 peicent of
more interest in the busimess Personal guarantees fiom atl barrowers or ivestors who have a
20 percent ot more interest 1n the business 1 acceptable  Personal guatantees not obtamed by
mdividuals with 20 percent or more 1 the business 1s unaccepltable

4, Community Impact

A Projects with in the NCMP ta1get area are highly desnable, while project with the City of
Austin's Incorporated caty himits (Full Purpose Atea) arc accepiable Project outside the
desited or acceptable boundaties are not acceptable Projects m the Limited purpose area
(LPA) and extended terttonial junsdiction (ETJ) are nor chgible

B Businesses that provide access 10 new goods and scrvices are hughly desuable wlule
businesscs that provide access to existing goods and services arc acceplable  Busmesses that

do not provide access to a goud or services are not acceptable

Or.



G

Businesses that increasc access to needed gooeds or services or goods and setvices that have
a documented unmet demand are highly desirable. while businesses that do not meei a
need o1 un met demand, but increase aceess to goods and services ate acceplable
Businesses that do not increasc access, or meet a needed demand fo a good o1 se1vice are
not acceplable

Physical improvements to aesthetically under developed areas are highly desirable. while

improvement 10 developed arcas are acceptable Improvements o aesthetically well
developed ate not faverable

Private investment recetved fiom firends, farmly, employecs. customets, ot industry

colleagues 1s highly desued, while investment from venture capitalist 1s aceeptable No
private tvestment s untavorable

Busimesses with 100 percent women and/or mmonty ownership are imghly desuable, white
busincsses with 51 pereent o1 more either woman and/or minonity ownership aie desirable

Businesses with 50 pereent or less etther women and/or munority ownership are not as
favorable

Business projects located with the CP&R are highly deswred, while projects located within
the Austin ¢ty lumts but notin the CP&R Zone are desired  Projects not located with the
CP&R Zone. or the Austin oty hunits are not desired

i
Increase net worth Increase net worth of business and owner = 2, increase net worth of
business or owner = 1, does not increase net worth ol enther busincss or owner = ()

5. Economic Feasibility

A

B

Finaneing that 1s secured and docuimented with signed commitment letter(sy including
terms are hughly desirably, while financing that has been mitated betore or sunultanecusly
with an application for NCMP tfunding, but not secured and decumented by commitment
letters 1s acceptable Applications for NCMP funding alone are not acceptable. unless
recommended by staif

Management (or borrowers) that possess six (6) years ot more combined experience
educauen or raming 18 highly desuable, while management that possess three (3} to five (3)
vears combined cxpertence, education or traiung s acceptable Management that possess two
(2) years or less expernience, education o1 traming 1 unaceeptable

Products and services that are ot a quality above mdustry standards are highly desuable,
while products and services that meet industry standaids me aceeptable Moducts and
scrvices that are below industry standard are unacceplable

Markcting strategies that are economically and strategically sound and that support the
cstablishment of a competitive advantage sound are highly desirable. while marketing
strategies that are economecally and strategrcally sound, but do not establish a competitive
advantage arc acceptable Matketing strategies that arc not cconomically or strategically
sound are unaceeptable

Market analysis that fully support financial and performance projections ae highly
desnable, while mairketing analysis that partially support financial and/or petlormance
projections are acceptable  Marketing analysis that does not support financial and/on
performance projections 1s unaceeptable



SECTION VI LOAN APPROVAL PROCESS & TIMELINE
A Review Process

The NUCD 15 responsible for establishing a process to review, recommend and approve all complete requests
for Program assistance  All requests for Program assistance are subject to fund avadability  Only applications
meetig all applicable requirements of the Program may be considered tor approval and funding

The Program may establish a CP&R Business Loan Program Commiliee or by NHCD disctetion sefet loan
apphications to the NCMP Loan Commirttec  Both Loan Comimuttces serve the same purpose which 1s 1o
provide lending expertise to review and make recommendations regarding the approval for the 1equests for
assistance from eligible applicants

[[ the City Manager or designee cstablishes and appoiwnts a CP&R Bustness Loan Progiam Commuttee, a four
(4) member selecction commuttee shall be madc up of professionals as defined in Sectton 1. Program
Admuustration, C Defintions  Members will be appownted by the City Manager ot designee Thiee (3)
members may constitute a quorum The selection commuttee will later approve ot reject the proposal based on
a sunple majority votc The committce may 1¢ject applications outright. request additional mtormaton, o
suggest alicrnative 1deas and fAnancial structuring to the Borrower The commutttee will consider the proposals
using the award critena above  Although the City will consider the advice and recommendations of the Loan
Commuttee, the Committec 15 operating (n an advisory capacity only and the City 15 not obligated 1o followmg
the recommendations by the Committee  The City may accept i part or whole, or reject the tecommendations
of the Conmmitiee

The Loan comimttee will make 1ts final recommendations on each proposal to the City Managar (o1 hei/lus
designee) If loan amount cxceeds the Crty Managet's authority, 1t will require City Council appioval by
resolution The City Manager (o1 her/hus designee) may then authonze the City o enter into the necessary
agicements 1o carry out the agiced upon [inancial assistance  All documents, loan mstruments, and program
mcome agreements used n this Program shail be developed by and approved by the City Attorney

B Tumeline fot Non Federal Projects

Day 1 to 14 —Review of Appiication (14 Days)
s Review apnlicauon for eligibility
s Review applicauon/project for nanonal objective
s Review application for completeness based on checklist and applicant/organization type
e it application 1s nx omplete. notity applicant i writing of application deficiencies
s Ifapplication s deemed complete, conduet staff analysis
1 Credit Review
2 Fmancial rauo and analysis (Current, quick, cash, assct turnover, mventory tum ovet, profit
margin on sales. gross margin on sales, debt/equity, and debt to total assets)
Business Plan Review
Business information
Market analysis
Marketing strategy
Operations
Managemend & Personnel
Financial Status (Fiancial P&L (Income}, Cash Flow Statements and Balance Sheet)
IMnancial Projections- Proformas (Yr | Month-to-Month. Yr 2 & Y1 3 Year-10-Year
Supportng documents, letters of financial support, commument Ictters, Icase o1 puichase
agreements bids. budgets

[%)
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Day 45
L ]

Day 48
.

Day 53

4 Personal Financial Statement
Scate application using - Score Card
If score 15 appropriate then recommend to Loan Commuttee, 1f not then notify applicant in writing of score
card results an availlable options
Prepaie Program statf summary 10 NHCD management & NCMP Loan Commulttee

to 30 — Loan/Grant Committee Review (16 Days)

Schedule Loan Committee meeting

Conduct Loan Commuttec meeting

Members vote and make recommendations (approve, approve w/conditions, demed)
Prepare Loan Committee Sumntary

Notify applicant of results

to 44 — Contract Negotiation & Devclopment {14 Days)

Work through any 1ssues, concerns or matters identified by Program staff. NHCD management or the
Loan Commuttec

Finalize terms o1 structute of deal to as mutually agrecable as possible based on Progiam guidelnes
Provide final documentation of insurance, cquity imvestment, collateral and o1 financing

Send Law Department term letter mput form

Send Law Department lean o1 grant input form

Staff review of final loan documents

Borrower teview of {inal loan documents

Parucipaung lender(s) o1 equity contnibutor review of final loan documents

Coordmation of loan closing with title company. 1f iequned

Review of HUD-1. 1f required

Certfied funds defivered at closing as required

Closing instiuctions and final loan documents from all lenders delivered to closing company/site

to 38 — Terms & Process Requirements. (8 Days)

Bonower 1egister with City of Austin Vendor Database

Provide City with copies of mswance certificates on ACCORD form satsfying Insurance Requirements
(Eshibu B)

Provide Risk Management with Insurance Requirements (Exhibit B) and copies of insutance certificates
on ACCORD form

Intiate CARR Process (Internal NHCD process)

to 47 — Loan/Grant Execution. (3 Days)

Excute loan docuiments

File required recordable documents with Travis County and/or Texas Sceretary of State Office
Distitbution of executed/iecorded documents to all parties

to 52 - Contract Set-Up. (5 Days)

Provide completed CARR From w/attachments to NHCD Finance (Internal NHCD Process)
Provide executed loan documents with transmittal memo/attachments/exhibits o NHCD Finance
Provide msurance requiremment approval concespondence from Risk Management to NHCD Finance

to 82 — Release Funds. (30 Days)

Funds are disbursed based on etther Rermbursement or Direct Pay for Performance as determined by
Progiam staft and/or policy

Borrower subrtuts to NHCD Program staff “Pav/Draw Request Form™ with invoices, receipts, cancelled
checks and other documentation as requned

Submit documentation as required by NHCD Finance

11



»  City of Austin Finance Departinent reserves up to 30 days from the date of teceipt of an acceptable and
approved check request by any City Department/Vendor/Contracton

Please notice that Council Action and the Environmental & Fund Release
Processes are not required. This saves at a minimum 35 to 40 days.

SECTION VIII GRICVANCES AND APPEALS

Persons aggnieved by any action or maction of the Division, Department or the CP&R Busmess Loan Program
Commirttee. which occurs i the implementauen of these pohcies and who wish to appeal said action or
maction must do so by submiting said appeal in writing to the Assistant Director withur fifteen (135) days of
the action or maction deemed aggrieving by said person The Progiam Manager of the Division 1s charged
with admnistraiive responsibility for reviewimg said appeals o1 gnevances He/she shall submi io the
Assistant Director a written summary of cach gnevance reccived, along with an explanation ot admuustrative
action taken or tecommended within fificen (135) days of Wsther receipt of the wnuen gnevances fiom the
Assistant Director The Assistant Durector will communicate hus/her decision regardmg the appeal 10 the
agorievants m writing within fifteen (13) days of his/her receipt of the wiitten gicvances from the grevant If
the gricvant 1s not satisficd with the Assistant Direetor's decision, he/she may appeal to the Director An appeal
to the Director must be filed no later than lilteen (15) days from the date the gicvant receives the Assistant
Ducctor’s written decision The Ditectot constitutes the highest admumstiative appeal

SECTIONIX FUNDING AND FUNDS MANAGEMENT

A Funds Avalabie to Program
Funds available to the Program shall be set forth by scparate ordinance and shall be augmented by
such other tunds as may be specified fiom wme-to-time by City Counail ordinance

B Funds Management
All funds held m the name of th1s Program shall be admumstered as determuned by the City Manage:
and may be managed by a financial instirution and as authonzed by separate ordinance  Funds on
depos:t, loan repayment funds, and pogram meome shall be returned to the City program account fol
recyeling mio new projects under the NCMP unless otherwise dnected by City Council

SECTION X FINANCIAL ASSISTANCE
A General

CP&R BLP 1s designed to encowrage maximum leverage of private equity and private financing and
mmimize the pubhic subsidy cost white addresstng Program goals withn CDBG  chgibility
requirement  No speculative puichases or building mothballing will be considered under this
Program

The total of City assistance plus ali other debt with higher hen prionity shall not exceed 115% of the
appraised market value of the completed project

B Fundmng Terms

Construction period-only loans, m gencral, will accruc interest on the amount disbursed from the date
of a disbursal with mterest capitahzed and repayment due at the carher of construction completion or
date of take-oul financmg, not to exceed an 18 month period  Combmation construction peniod and
petmanent loans, i generat, shall acerue no mnterest for construction peried or of one year trom imtial
dishursement, whichever 1s less  The Program will requere tull amortization of principal and nterest
i equai monthly payments



Conditions of Assistance

]

Property 1s to be sccured by mortgage 1n erther first. second lien priority  Third lien position
request will be considered on a case-by-case basis, and will require project collatcral to excecd
total project value or total financing by at least 20 percent, which ever s the vreater of the
two

Equipment or property must posses a useful hle of at least 5 years or more Equipment or
property will be secured m esther a first or second lien position ONLY

Assistance gencrally will be non-recourse with recovery rights [united to project pioperty and
meotne there from, but cellateralized or 1ecourse toans may be required

Conltractors and all subcontractors providing work under this Program ate (o be heensed and
must mcel msurance and bondmg requirements of the City and/or State or Federal enntics as
required by comract The contracton and/or subcontractor are to be knowledgeable of and
responstble for quality workmanship and tor propet business practices

All woik 15 to be covered by normal required permuts and approvals of atfected agencics

All work must be inspected by the City Department of Planning and Development to insure
conformance with code and must be venfied for proper completion by ity staff to isure
compliance with specifications prror to final pavment The final mspecnon cannot be
scheduled until field mspectors have signed off all permuts taken out

All ehigible improvement work pertormed pursuant to a commercial rehabilitation loan  must
mclude a 12 month warranty lrom the date of accepted completion by the loan  reerpient and
the City This warranty must cover the quality of matenals used and workmanshup  The
warranty 18 the responsibility ol the loan recpient

Projects may have a requuement that funds, both public and private be drawn down ata  pro-
rata shaic based on petcentage of participation

A minimum 10% cash equity mvestment of project costs is required for all projects o1, total
borrowet equily investment including project specific business nceds such as equipment,
furnnue and fintres, and other physical o financial capital as determined must total 13% of
total project cost

Secondary mvestment 1s encouraged from partners. associates, philanthiopists, fnends and
farmily. Secondary mvestment by non business partners 1s acceptable. but 1f greaier than 10
percent by any one ndividual or group a subordination agreement may be necessary as well
horrower/investor agieemertts conceming business assets, and payment of dividends ot loans,

Debt Service Coverage must be greater than 11 10 all years or months n cash flow proformas,
Proformas must deinonsitate sufficient cash flow throughout life of project and equal to loan
terms

Firmness of the project must be deternuned satisfactonly The borrower must demonstiate that
there are no impedunents to tmtating the project except for the CP&R Business Loan
Program award Project estimates must be fiim, precise, and detaded  The fenders, cquity
participants, and other participating vestors must provide evidence of thew authouty,
capacity, (except regulated lending msututions who do not have to demonstrate capacity) and
mient to pactcipate w the project



SECTION XI
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Demonstrate need tor Program financmg (Necessary or Appropnate Determination) to obtan
assislance from CP&R Business Loan Program, all the financial parucipanis in the project
mus! clearly declate 1n letter form that they arce unable 10 movide addinonal funds 1n the
project and demonstrate that without the CP&R BLP s parucipation an the project thev will
nut be able o procecd because they will ot be able 10 produce an econoenucally viable project

The loan must be recyclable by means of repavinent by the borrower  The funds will flow
dircetly from the Ciy o1 tts agent to the boriower to be 1epaid duectly to the City or 1ts agent

Acceleration of principal repayment for developer deals will be enforced i wstances where
developer projects whuch are very successful and cither throw off substantial cash flow or
signficantly appreciate m value shall provide the City accelerated payment ol principal on the
loan  Developer projects whose cash flow and appreciation m value caceeds certam
percentage {percentage 10 be negotiated prior to closing) will apply a rumimum of 20% of the
cash flow i excess of that certain percentage to the principal balance of the loan

When Non-profit Orgamzation Participation 1s identiticd it must be documented and verified
The apphicaat must provide adequate data to determune that a non-profit o1gamization has
ownership of the projcct

Mmimuwm borrower & private sector financing leveiage entena of 60/40 The Program s to
serve as a catalyst to ugger private sector investment m commercil redevelopment areas
Projecis with hugher leverage tatnos ate looked upon favorably The mimmumuimn leverage
torrnula should be

$ Private Investment -+ Qther Public + Equity (60% o1_mozre)
Leverage Rato = CP&R BLP (40% or lew)

Private [nvestiment Amount may include

Conventional private seclor morigage,
Puichase moncy mortgage
IRB’s,
Leases equal to the Iifc of the loan or in proportions thereof,
Land lord mvestment (build-out allowance and/or full o1 partal forgiveness of rental
paymenis, .
6 SBA 503, 504 and SBA 7 {a) Guatanteed Loan Progiams or similarly guaranteed
loan programs,
7 Second ot third parly mnvestor equity,
8 Equity mvestment to remain in the project throughout e of the Program loan

Lh o L —

Public Investment may mclude

1 Direct loans or grants made by federal o1 state agencies
2 Non profit and commumty lending and development organizalions

Pleasc Notc To be counted 1n the numerator the mvestment must be made in chgtble fixed
assels -

LOAN RENLEGOTIATION

In the event of loan 1epavment difficulties not due to appheant neglect. malfeasance, or misfeasance
and upon recommendation by the Loan Commitee. the City Manager (hus/her designee) 1s authorized
to revise the loan repayment terms to defer or to partially defer payments and/or extend the onginal
loan terims up to an addiional two years (not exceeding a total ten year term)  However, the City 1s
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under no obligation to consider renegouanion 1f 1115 determined that w do so would be a detriment to
the Program or the Cily

SECTION XU DEFAULT

A defaull shall exist :f any use of CP&R BLP funds for any purpose other than authonized n the
CP&R Contract or any breach of any covenant. agicement, proviston, or wairanty of (1} the Bortowet
made m the CP&R BLP application. ot {11) the Developer made in any agreement entered mto between
the Bormower and any participating party telating to the project

SECTION XTI WAIVER OF PROVISIONS

The City Manager (or sud authorized official) may wawve compliance with any provision of the
guidelines 1f to do s0 does not violate any federal, state, or City law or regulation and 15 in the best
interest of the City of Austin



CITY OF AUSTIN
CP&R BUSINESS LOAN PROGRAM (CP&R BLP)
DEPARTMENT OF
NEIGHBORHOOD HOUSING AND COMMUNITY DEVELOPMENT
(Revised September 28, 2007)

CP&R BLP LOAN SCORE CARD

Note Five (5) categones dentifying tweaty-s1x (26) citenons each wosth two {2) points each

I. Capital

A Owner nvestment 2 ] ]
B Secondary mvestment 2 1 0
C Capital Income 2 1 0
D Capial Assets 2 1 0

I Capual Point Scoie

Note: Capital Scoring Criteria

A Owner mvestment Less than ot equal to 9%< =0, Greater than o equal to 10%> = 1, Greater than o1 equal 1o
13%> =2

3 Secondary mvestment Comimercial (tradinonal) = 2, gpovernmental/nontradiional = 1, none =0

C Capital income Cash & cash equivalents = 2, Investments = [, Other =0

D Capnal assets  Land and/or bndings = 2, Equpment = 1, Other=10

Il Credit

A Scote 2 1 ]
B Paid/Current 2 | 0
C Total debt o equity 1atio 2 1 0
[> Cunent ratio 2 ] 0
E Deiogatory Marks (DM) 2 1 (

It Credit Pownt Scoie

Note: Credit Scoring Criteria

A Score (500 <579=0,380<699=1.700 <850=2),

B Paid/cunent accounts 90% or more of accounts PD = 2, 89-80% or more of accounts PD = 1, 79% o1 less of
accounms PH =<0

C Total debt to equity ratio (Debt/net asseis) —~ leverage raiio assessing nisk created by the use of leverage  Less than
5=2, 51> 75=1, Greater than 76=10

D Cunentatio (Curtent assets/current habtlittes) - iquedity ratio measuning ability to meet current obhigations
Gienter than o1 cqualto 1 5=2, riom 1 51 to 1 0=1, Less than [ 0 =0

I> Derogatory matks (DM) 5 ormore DM =0,3t04 DM =1, 2 or less DM = 2)  Includes judgments. bankruptey.

and collection dccounts



CP&R BLP Score Card (continued),

1. Collateral

Assets

Equity

(. Depreciation/ Appreciation
Business/Personal assets
E Personal Guarantor(s)

o = >
(SR NCRY S R
—_— e e
SO oS

1 Collateral Point Score

Note: Collateral Scoring Criteria

A Assets Cash & Cash cquivalents =2, Land & buldings = 1, Accts Recervable & inventory =0

B Equety Borrower(s) Equity in collateral [00% >=2. 51% > =1, lessthan 51 % =0

C Depreciation/appreciation Collateral appreciates/interest bearny = 2, temains constant = 1 depreciates = 0

D Busmess/personal assets Fully collateralized by business assets = 2, Combimation of Business and personal at a
1ahwold ol =1, Other=10

b+ Personal Guarantor(s) Secured by all who own 10% or more = 2, all who own 20% or more = |, other =10

Note Communily Impact and Economue Feasibihty wdentify (12) eritenions each woith two (2) points each

1V, Community Impact

A NCMP Targel Aica 2 1 0
B Access to Goods/Semaces 2 1 0
C Phys:cal improvement 2 ] 0
D Private investment 2 ] 0
E Women/minorty owned 2 1 0
FCP& R Tatget Atea 2 1 0
G Inciease net waorth 2 ] 0

IV Community Impact Point Scote

Note: Community lmpact Scoring Criteria

A NCMP target area Withun target atea = 2, Within Crty of Austin Full Purpose = 1, Within LPA/ETI =0

B Access to goods/services Provides access to new goods/service = 2, aceess to existing goods/services = 1.
[nciease aceess to goods/services Increase access 10 a needed good/service = 2, ncrease access 10 goods and
services = 1. does not mcrease access, or meet a needed demand for a good or service =0

C Physical tuprovement Acsthetically under developed area = 2, aesthetically developed arca = 1. aesthetically well
developed area

D Private investment Friends, famuly, employees, customets, indusuy colleagues = 2, venture capitalist = 1,

E Woman/mmornty owned 100 percent woman & minotity ownership =2, 50 percent nunonty and/or wonran = 1,
less than 30 percent woman or minotity ownetship = 0

E CP&R Target Area Withm target arca = 2, Within City of Austin Full Purposc = 1, Within LPA/ETT = 0

G Increase net worth Increase net worth of business and owner = 2, jictease net worth of busmess ot owner = |, does
not tncrease net worth of cither business or owiter =0
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CP&R BLP Score Card (continued).

V. Economic Feasibility

A Fiancimg 2 ] 0
B Management (Borower) 2 1 0
C Product/Service 2 1 0
D Markelng strategy 2 | 0
I Market Analysis 2 ] 0

<

Economic Feasibility Point Score

Note: Economie Feasihility Scoring Criteria

A Finanung Secwied prior to applyme = 2. submitied simulianeously =1: mcompleie = 0

3 Management Possess 6 years or more combined cxpernience, educanon/training = 2, Possess three (3) w0 five (3)
vears combined expenience, education/training = 1. Possess 2 years or less combined educanon and expenence = 0
C Products/service Products/services arc above indusiry standards = 2. meet industry standards = 1. below mdustry
sundards = 0

D Marketng stiategy Strategy economically and strategically sound that establish a competitive advantage = 2.
matkcung suategy that 1s ccononucally and strategically sound, bt does not establish a competitive advantage 1s
acceplable, marketng stiaiegy that 1s not econonncally or strategically sound 1s un aceeptable

E Maiket analysis Analysis conducted and fully suppoits financial and performance projecuions = 2, analysis
conducted and partially supports financial and/ o1 performance projections = 1, fails to support projections = 0

VIl Qverall Score

Score Ranges

52 — 48 -- Recommend Approval

47 — 43 - Recommend Approval with Conditions

42 — 37 - Recommend Modify & Resubmit or Denial
36 < = -- Recommend Denial




REQUIRED ATTACHMENTS CHECKLIST

Picase provide the followmy mformation

1 Lune e Budget for proposed project

2 Complete business plan composed of four distinct sections description of business, marketing,
finances and management

3 Capital improvemeni and supply list

4 Pro-forma mcome projection by month for first yeat. and annually for two addittional years
Provide assumptions upon which assumptions were based

o

Attach last thice years and most recent profit & loss and balance sheet for your busmess
6 Attach last thiee years SIGNED AND DATTED personal mecome tax returms

7 Atlach last three years SIGNED AND DATED busmess tax retuins (For sole proprictorships attach
Schedule €, Form 1040, profit & loss from business)

8 Atlach a two year projected income statement

9 For a partneiship. please submit partnership agrcement

10 Attach official filed d b a. and/or articles of incorporation from Secretary of State Office
11 Attach resume(s) of principle owner(s) of the busimess, and key officer(s),

12 Complete the enclosed Personal Financial Statement(s)

13 Letieis of financal support and/ot approved {inancial agreement(s)

t4 Proot of aticmpt(s) o secure private financial support from traditional lending msotutions

15 For franchises, a copy of franchisc contract and all supporting documenis provided by the
franchisor

16 Vahd U S Drivers hcense to be copied for each applicant or borrower
17 Valid U S Social Secarity card to be copied for each applicant or bortowen

1& Credit reports dated within 30 days of the apphcation for each applicant from Expenan and
Transuntog



Return by mail o1 deliver to

CP&R BUSINESS LOAN PROGRAM

CITY OF AUSTIN

NEIGHBORIIOOD HOUSING AND COMMUNITY DEVELOPMENT OFFICE
1000 East 11" Stiect Suite 400

PO BOX 1088

Austin TX 78767-108%

For Addional Information Contact Neighborhood Housing and Communty Development Oifice, (5 12} 974-3100

CP&R Zone Map (Eligibility Arca is highlighted)
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CP&R BUSINESS LOAN
PROGRAM

APPLICATION

LOAN AMOUNT REQUESTED $
BUSINESS INFORMATION
a) Business Name Tax 1D No
Strect Address
Cuy State Zip Code
Bus Phone Home Phone
Contact Petson Title
b) Type of Business Activity
( ) Sole Propnetorship
( ) Partnership
( ) Corporatton Type
In business since
c) Business Owners
Name Tile
Address Social Secutity No
Dale of birth % Ownership
Name Title
Address Social Secutity No
Date of brth % Ownership
Name Tutle
Addiess Social Secutity No
Date of birth % Ownership
PROPERTY INFORMATION
a) Cumrent Facilty  Qwned | y Leased { Y
b) Is business refocating? Address
Leased { ) Owned { } Size of Building sq ft
No of floois Owner Occupied Vo
EMPLOYMENT INFORMATION
A Total number of cmployecs at tume of application, of these

1 Numbet of full-ume employees
2 Number of pari-tune employees

bl



BB Total number of jabs proposed to be created. of these
I Numbet of jobs available to low and moderate income individuals
2 Number of full-uime jobs
3 Numbe: of part-ume jobs

11 USE OF FUNDS (attach budget)

Description Cost

VIR g R I s

tm COLLATERAL

Descniption Value

v 0 R0 U A

V1 SOURCE OF FUNDS (proposed)

Rate Term
() months
% months
% months
Yo months

CP&R Amount
Bank

Other Source
Equity Fuds
Total Financing $ 100 %

L VR Vo I

v GUARANTORS

Name Addicss
Narme Address

( ) Attach [inancial statements and cash flow informanon

APPLICANT

I hereby certify that all information contained 1 this document and any attachments 1s true and correct to the best of
my knowledge

If appheant 18 a sole proprietor or genctal pariner, sign here By

Tule

If corpoiation sign below Corporate Name

By Date Attesied by

Signature of Corporate Secrelary

to
o



FAIR LENDING NOTICE

RIGHT OF PRIVACY ACT This is to forin you. as required by the Right to Financial Privacy Act of 1976. that
the Department of Housing and Urban Development and the Vetcrans Admunistration have a right to access financial
records held by a financial wstitution i connection with the consideration of assistance to you  Financial records wil
be made available 1o the Department of Housmg and Urban Development and the Veterans Admimstration without
further notice or anthorization. but will not be disclosed or released to another government agency ot depattment or
privaie entily without your consent except as 1equuired or permitted by law

FAIR CREDIT REPORTING ACT Neighbothood Housing and Conservation Office, as part of the processing of
your Joan apphication, will request both a consumer and bustness credit repoit beanng mformation on youw ciedit
wolthiness, standing, capacity, character, gencral reputation, personal charactetistics, o1 mode of hving This notice 1s
given puisuant o the Fair Credit Reporttng Act of 1977, Section 606(a)(1) Pursuant to Section 606(b), you atc entitled
to such mtormauon within 5 days of wntten demand made withiz a reasonable period of ume to Newghbothwood
Housmg and Community Development Office, 1000 East | 1" St, Ste 400, P O Box 1088. Austin, Texas 78702

EQUAL CREDIT OPPORTUNITY ACT Pursuant to Section 209 9, Paragraphs (a)(2) and {(b}(1) of Regulation B
regarding Secuion 701(a) the following notice 18 given The Equal Credit Opportumty Act prohibits creditors from
disciimnation against credit applicants on the basis of 1ace. color. religion, national ongin, sex, mattal status, and age
(provided the appheant has the capacity to enter nto a binding contract). because all or part of the applicant's income 15
detrved from any public assistance progiam, or because the applicant has m good faith exercised any nght under the
Consumer Credit Proecuon Act The federal ageney which admuusters comphance with this law, 15 the Federa)
Trade Commussion. Lqual Credit Opportumty, Washmgton, D C

[/We Acknowledge recemt of @ copy of this notice

Signatwie of Applicant Date
Signature of Applhicant Date

I
La



CREDIT INFORMATION DISCLOSURE AUTHORIZATION

i/we hereby authonze you to releasc to the City of Austin, Tor verification purposes, mformaton concermng
Emplovment history dates, utles, mcome, hours waorked, etc

Bankmg and savings account records

¢ Mongage loan formanion including open date, mgh credit. payment amount, due date. loan balance. nteiest
rate and payment record

¢ Lxchange any mfoimation with the financial instieation that 1s processing the application pertamming to this
loan

The above loan reports me for confidential use in compiling information regarding a commereial loan requested by the
applicant(s) sigming this form

A photographic or catbon copy of this authorization (being u photographic or carbon copy of signature(s) of the
undersigned) may be deemed to be the equivalent of the onginal and may be used as a duphicate original

Your prompt attcntion to this matter will help expedite my loan application

Thank you,

Signature of Applicant Social Sccurity Numbai
Datc

Signature of Applicant Social Security Number
Date



